Step-by-Step Instructions
Trip Manager XE

iiia

Trip Manager is customized to your company’s travel policy. Please contact the Trip Manager
Administrator for questions regarding Trip Manager at:
Debbie Caldwell or Keona Boothe
dcaldwell@citravel.com, or 461-0022 kboothe@jlab.org, or ext. 7192

Access - Click on your Internet browser. In the address box type in: www.tripmanager.com/xe

Step One - Sign-In Screen - In order to access Trip Manager, please complete the following items:
o Company = JLAB (this is not case sensitive)
o Member ID = TM Member ID (first initial of first name + last name, [ex. kboothe])
e Password = your personal password (see notes below for First time users)
[ ]

Click on Log In
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Winrldzpan Trip Manager® XE runs best with Microsoft Internet
@ 2004 Worldspan, L.P. &l Rights Reserved., Version: 3.3.0.8
wiorldspan and &l other Waorldspan marks identified withe@ @ or S8 System: 161
contained herein are sither registered marks, sepute marks, or trademarks

of Waorldspan, L.P. throoghout the world,

Privacy
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PLEASE NOTE: First Time Users - Make sure you DO NOT enter a password the first time you utilize
the system, if you leave it blank, you will be prompted to create a password.

Reset Password

Password can be any combination of 1-35 letters and/or numbers.

Enter New Password: | |

Re-Enter New Password: | |

This will be your password until you change it. (If you forget or lost your password click Lost Password
on the main login screen, or contact your Trip Manager Administrator to have it reset to blank and then
start again as a First Time User.)

Step Two — Daily Briefing. The Daily Briefing page will appear. After that, the briefing can be found
by clicking Daily Briefing on the top submenu under Flights.
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Trip Manager XE Step-by-Step Instructions (continued)

Flights Cars Hotels Profile Administration Help

Select a Traveler | Trip Templates | Cne Time Traveler | Destinations | Travel Information | Daily Briefing,
Trip Manager XE Welcome Daffy Duck | Log Off
v View ltineraries Daily Briefing

Wiew all Itinerarias. ..

Confidentiality Notice: All information contained within Trip Manager, inclusive of travel itineraries, rates
and preferred suppliers, is confidential and protected from disclosure,

Welcome to Trip Manager!

The Daily Briefing Page is a customized screen.

Step Three - Book a Flight. Complete the basic Departure and Arrival cities, dates and times of travel.
Leave Priced Itineraries as the search default. Click Search for Flights.

Travel Arrangers: click Select a Traveler, highlight the traveler’s name and click Select.
Note: If a traveler's name is not listed, the traveler will have to add the Travel Arranger’s Trip
Manager Member ID to his/her personal settings by clicking Profile, Notification. Add the
arranger’s Member ID and click Submit. Traveler Profile updates must be done through the

traveler login. Tov s
100 AL
2:00 A
irli 3:00 A
Airline Search 200 40
Options: ; : p—— S
p U Flights Cars Hotels Profile Adrministration Help 6:00 A,
Airline Search: Select a Traveler | Trip Templates | One Time Traveler | Destinations | Travel Information | Caily Briefing ;EE :ﬂ
Preferred Airlines (i Trip Manager XE 5,00 4 Welcome Daffy Duck | Log Off
All Aqrlines 10:00 A
+ Preferences for This Book a Flight 1100 Atk
Specific Ailine Trip g 12DE°PZ\N*
Fllght Search e @ Round Trip Crone Way O dultiple Destinations 2:00 Pl
\A Al Airlines v e
OptiOhS: Flight Type: .00 P,
Al Flight Types - wiew Results By: @ Priced Itineraries O Individual Flights 500 P,
. Search Time Windous: 5:00 Pan,
Flight Type: s B 7.00 Pl
JESHIGS ehow Instant Purchase Fares Departure City: Departure Date: Time: gjgg m
Yes v msp /62005 SO0 AN % 1000 P
:U"'g”p D";"D_ " Show Penalty Fares: 1200 P
on-Stop and Dire : o 5 feern -
Connecting (Max 1) Yes [w Arrival City: Return Date: Time:
H H atl /872005 3:00 P
Time Window - P —
- ug
. v Wiew Itinerari
Search OpthﬂS. Mo Tu we Th Fr 53 Su
e View sl Itineraries P w % % | % = 2 |:|
9 (10 11 12
7 : : 3]
More Preferences || jnk to City = he 1718 53
offers additional Names and 22 23 24 25 26
5 R . 29 30|31
: | [search options. Airport Codes. If
7 . . Today @ Mar 25, 2005
i Airport is

unknown, enter
city name, without
state, to find
default airport.
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Trip Manager XE Step-by-Step Instructions (continued)

Multiple airport comparisons can be done in several cities:

City Multi-Airport Search Code Airports Searched
Chicago, IL CHI Midway (MDW)
O’Hare (ORD)
New York, NY NYC Kennedy (JFK)

La Guardia (LGA)
Newark, NJ (EWR)

Washington DC WAS Baltimore (BWI)
Dulles (IAD)
Reagan National (DCA)

Entering a city name without a state will create a list of cities and airports to choose from.

Chicago entered:

CHICAGD

Chicago, IL (CHI) Chicago - All &irports
Chizaga, IL (MO Chicago Midway Airport
Chizaga, IL (ORD) Chicago O'Hare Int'lL &irport

Please select a city or airport.

Greenville entered:

GREEMYILLE

Greenville, M5 (GLH) Greemwville Airport
Greenville, NC [(PGEY) Greenville Pitt-Greenville Airport
Greemville-Spartanburg, 5C [G5P) Greenwille Spartanburg Airport

Please select a city or airport.
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Trip Manager XE Step-by-Step Instructions (continued)

Step Four Flight Search Results. Clicking Search for Flights benchmarks company contract airfare
options with the lowest price flights available. Trip Manager will search for itinerary options within the
Time Window of the times requested. Changing the time(s) or Time Window may change the search
results.

Modify Air
search
options.

+ Modify Search

To: ATL

Sort by:

Depart Date & Time:

Bi8/2005 Q00 Akl W

Feturn Date 3 Time:

Flight Search Results

@ Original Display
Flight

USB—284 48 Mon-Refundabie
BIEE

Delta Flight: 1090

Sort flight options.

2M0/2005 200 PM s

@ Friced Itineraries
O Individual Flights

Clear

v Preferences for This

A Indicates itinerary
was created from
Individual Flights
feature.

C Indicates a
contracted discount.

P Indicates a company
preferred option.

Boeing T37-200
Duration: Zhrs 40mins

Delta Flight: 4835
Canadair Jet

»

Duration: Zhrs 36mins

HSP—3241.59 Mon-Pefundatile

v, Horthwest airlines Flight: 1426

i hirbus Special Jat
Duration: Zhrs 23mins
= Horthwest airlines Flight: 1423
i hirbus Special Jat
Duration: Zhrs 41mins
USD 261.59 Non-Refundabie
v Horthwest sirlines Flight: 1428
MR firbus 320
Duration: Zhrs 39min:
% Horthwest Airlines Flight: 1423
nwa

Airbus Special Jet
Duration: Zhrs 41ming

Reporting Information
Customized Corporate Compliance Reporting Information may appear at various times through the
Trip Manager booking process. Complete requirements listed on the screen. A common example is:

Required Information

Pleaze select the reason you decliened the

loweest fare.

fccepted Negotiated Fare
Buzinezs Clazs Within Policy

Monday, August 08
Minneapolis, MN MSP

1:49 Pl
wednesday, August 10
Atlanta, Gb ATL

10:13 Abh
Mhonday, August 02
#hinneapolis, MM MSP

2130 P
‘ednesday, August 10
Atlanta, GA ATL

T:00 Adh
Monday, August 08
whinneapalis | MM 5P

2:30 Phh
Wednesday, August 10
Atlanta, G ATL

Class of Service Exception

Monday | August 02
Atlanta, G4 ATL

325 Pt
Wednesday, August 10
Minneapolis , MN MSP

1:33 P
Monday, August 03
Atlanta, GA ATL

4:11 Pt
‘Wednesday, August 10
Minneapolis , MM MSP

10039 Abh
Monday, August 08
Atlanta, G4 ATL

411 P
Wednesday, August 10
Mhinneapolis, MM MSP

Please do not press the back button during the reservations process.
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Individual Flights

ODeparture Time Onrrival Time OStops
Departure Arrival Details
11:25 it Stops: 0

Cabin: Coach/Economy - U
wheal: Mone

Stops: 0
Cabin: Coach/Economy - U
wheal: Mone

Stops: 0
Cabin: Coach/Econamy -

wheal: None

Stops: 0
Cabin: Coach/Economy -

wheal: None

Wiew Rules

Stops: 0
Cabin: Coach/Economy -
wheal: None

Stops: 0
Cabin: Coach/Economy -
wheal: Mone

Create additional flight
options Individual
Flights.

Verify rules that apply
to the price listed.

Display results per page.
| 213141567 Mext

Individual Flights

Click Reserve on your
selected flights.

Customize your results.




Trip Manager XE Step-by-Step Instructions (continued)

Trip Itinerary Screen (If neither a car rental nor a hotel room is needed, proceed to Step nine.)

The Trip Itinerary screen displays after each trip segment is booked. It displays all flight or train, hotel
and car reservations booked for the current trip. Flight and train segments cannot be booked in the same
itinerary. Links provide access to more detailed information for the flights, cars and hotels booked, and
allow changes to the itinerary. Any car or hotel listed on this page is reserved, but not prepaid.

HE B Em. mprn
Trip Manager XE = [ | e

Flights Cars Hotels Profile Administration Help
Select a Traveler | Trip Templates | One Time Traveler | Destinations | Travel Information | Daily Briefing.

Trip Manager XE ‘Welcome Daffy Duck | Log Off

Trip Itinerary For Daffy Duck ﬁ

The last date to purchase and issue a ticket for this reservation is 3/30/2005 11:59:00

P#. The Fare will not be guaranteed until the ticket is issued. FuiEED iy
Itinerary Name: TEST ORD 05/02/2005 Change Trip Name

Cancel All Flights
Ticket Price: USD 218,40 g
Ticket Number: Pending Cancel Entire Trip

Trip Locator: L4PXN4

q 0 . Email Itinerary To Email Itinerary To q " "
Refrash Itinerany Printable Itinerary i i Wiew All tineraries
Traveler Others
Monday, May 02 W
~
UsSD 218.40 - * Includes taxes, fees, and/or surcharges
Flight Departure Arrival Details
United Airlines 9:45 AM 11:58 AM Stops: 0
Flight: 1210 #honday , May 02 #honday , May 02 Cabin: Coach /Economy
Eoeing 737-300 Dallas, TX Chicago, IL Class of Service: 5
DFwW OFD Duration: 0Zhrs 13min
Seat: 12-F Mileage: 801

HMeal: Brkfst

Wiew Rules Cancel This Flight Change This Flight

Step Five — Rent a Car. Click Cars to reserve a rental car. Both At Airport and Off Airport options are
available. Data is pre-populated if air has been booked, change as necessary.

Fh‘ght el B Adltistiition Help

Select a Traveler Fip lemplates | One Time Traweler | Destinations | Trawel Information | Daily Briefing | Trip Itinerary

Trip Manager XE ‘Welcome Daffy Duck | Log OFf
+ Preferences for This Rent a Car
Trip
Car Companies Pick-Up Options
Car search Pick-Up Date; Tirme:
3 Car Rate
12:00 Py
options. [psas200 | | |
T @ ht Airport QOff hirport
Fayment Method: Pick-Up City:
|Test Card v| |ATL |

Special Request to Car Company:

Drop-Off Options
Drop-Off Date: Time:

/102005 1.00 PR Drop-Off Location Same as Pick-Up Location
+ Trip Summary

Flight: 03/02,/05 7:45 4M
Delta 1090
MEF-ATL

Flight: 03/10/05 1:49 PM
Dielta 4835
ATL-MSF

Clear Selections

Click Express Rent Search for Cars show
to book a car per applicable cost
company policy. options.
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Trip Manager XE Step-by-Step Instructions (continued)

Screen Six — Reserve a Room. Click Hotels to reach the Reserve a Room search screen. Data is pre-

populated if air has been booked, change as necessary. Click the appropriate radio button to choose your
preferred Hotel Search option; click Search for Hotels.

options.

Hotel search

Chain Seatch Option:
All Hotel Chains

A

Specific Hetel Chains

Contract Hotel Chains

Chain Search Option:

Hotel Chains

Select One
Select One

Select One

L9 £ 9 (R4 5

Flights Cars

Trip Manager XE

v Preferences for This

Trip
Display Distance in:
hiles bt
Chain Search Option:
All Hotel Chainzs

+ Trip Summary

Flight: 08/08/05 745 AM
Deltz 1090
MSF-ATL

Car: 02/02,/05 12:00 P
Mational
ATL

Flight: 05/10/05 1:4% Fid

Deltz 4333
ATL-WSF

¥ Yiew [tineraries

ATL 03/03/2005

Select a Trawveler | Trip Templates | Ong Time Traveler | Destinations | Trawel Information | Daily Briefing | Trip [tinerary

Profile

Administration Help

Reserve a Room

Destination/airport:

ATL

Search Options:
City Center

Afrport

Zip/Postal Code

Hotel Mame

Check-In Date:
/62005
Check-Out Date:
5102005

@& Distance from City Center (0

o
®

Specific City/Point of Interest
searches within the specified
miles of the chosen suburb,
city or point of interest.

~

ALVERNG COLLEGE
ANTIOCH
ARLINGTON HEIGHTS
BARAT COLLEGE
BARRINGTON
BARRINGTON HILLS
BARTLETT
|Bavsioe

BEACH PARK

BEAVER DAM
BELOIT
BELOIT COLLEGE
BELVIDERE

(@] / BROOKFIELD

Specific City/ Point of Interest O

BROWHN DEER
BUFFALO GROVE
BURLINGTOMN

by Off

Clear

Zip/Postal Code

Zip/Postal Code searches within a zip code
area. The first five or four digits of a zip
code can be used.

®

C >

Click Search for Hotels.
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Trip Manager XE Step-by-Step Instructions (continued)

Step Seven — Hotel Search Results. Find the hotel and click Rates to check for room rates and
availability. Corporate hotels are listed first, followed by hotels that meet requested hotel search options.

Modify Hotel
Search Options.

= Modify Search

Destination Airport: ATL

Check-Out:  |SM10/2005

Changs Location / Optien

Clear h

» Preferences for This
Trip

Diisplay Distance in:

Chain Search Option:

All Hote| Chains v

w Trip Summary

Flight: 05/08/05 7:45 At
Delta 1090
MSF-ATL

Car: 02/02/05 12:00 Pt
National

ATL

Flight: 02710705 1:49 Pih
Delta 4835

ATL-M5F

v+ View ltineraries

ATL 05A0E/2003

Wiew all Itineraries. ..

Hotel Search Results

Check-In: Monday, dugust 05
Check-Out: Wednesday, august 10

usD 83.00

CROWNE
PLAZA

Crowne Plaza Perimeter Hw
6345 Powers Ferry Road '\

Atlanta Ga Us 30339
Hotel Detaile [ Check Availability

Megotiated Rates Available

UsSD  89.00

@

&8 3400 Morman Berry Drive
Bl Atlanta Ga 30344
Hotel Detaile [ Check Availability

Megotiated Rates Available

UsD 85.00

A @

| millon

Hitton Atlanta Airport

1031 Virginia Awenue

Atlanta Ga 30354
k_hwailability

Megotiated Rates Available

USD 144.00 - 194.00

® Res Inn Atlanta Airport
3401 International Blhwd
Hapeville Ga 30354

& Hotel is available

Hotel Details

Search Option:
Airport: ATL

C Indicates a
contracted discount.

Blue links provide
detailed hotel
information.

Doubletree Club Atlanta Airpor

Availability squares:
Green — Available
Red — Not Available
Yellow — Click Rates
to check availability

Distance & Direction
from Search Option
2 Miles Morth

Map it
[ #ap Marker: 1

Map it
[ #ap marker: 2

Map it
[ #ap marker: 3

Map it
[ Map Marker: 4

S Retes |

To map up to 10 hotels,
check boxes and click
Map Selected Hotels.

——

" |

T lioio]
vt ek Drscanehs
s i |

Click Rates to
check for
room rates
and
availability.

Customize your results.

ected Hotels
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Trip Manager XE Step-by-Step Instructions (continued)

Step Eight — Hotel Rates Results. Click Reserve of the applicable room.

Hotel Rates Results

Check-In: Monday, sugust 05 Search Option:
Check-0ut: Wednesday, August 10 Airport: ATL

Doubletree Club Atlanta Airpor

Phone: 404 7463 1600
@ Fax: 404 765 0z00
Doubletree fGuest Quarters Property ID: DT4718

View Ruls
provides room
rate restrictions.

] C Indicates a
USD 124.00 contracted discount.

THOR 1KG-DELUXE RA-MOMN SMOKING

Click Reserve

USD 124.00 Yieul 9 book a room

THOR. 1ENG-ACCESS RM-MONSMOKING

UsD 124.00 Wiew Rules
THOR 2DBLE-DELLXE RaA-R RS MMOKI MG

UsD 124.00 [g] View Rules
THOR 2 DOUBLE BEDS DELUXE RbA

Return to Hateal 5
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Trip Manager XE Step-by-Step Instructions (continued)

Step Nine — Final Itinerary Screen. Nearing the end of the reservation process, a detailed itinerary page
will appear. On this page you will have many options.

Change Trip Name: Customize the title listed under View lItineraries.

Refresh Itinerary: Refreshes the screen with any.

Printable Itinerary: Changes view to a text format.

E-mail Itinerary to Traveler E-mail itinerary to the traveler.

E-mail Itinerary to Others E-mail itinerary to the traveler and up to four additional email

addresses.

View All Itineraries A list of all itineraries with travel dates, status E-mail

Trip Itinerary For Daffy Duck

— -:;__’
The last date to purchase and issue a ticket for this reservation is 3/30/2005 11:59:00 “

PM. The Fare will not be guaranteed until the ticket is issued. Purchase Later

Itinerary Name: TEST ORD 05/02/2005 Change Trip Name
Cancel All Flights

Ticket Price: USD 218 .40

Ticket Number: Pending Cancel Entire Trip
Trip Locator: LAP:NA v

Your airline reservation will be
issued when the Purchase Now
button is clicked

Finalizs Parchase

Ticket
number Refresh Itinerany Printable |tinarary
will appear

after the Monday, May 02 g

Email Itinerary To Email Itinerary To

Traveler Others Wiew All [tineraries

irhi UsSD 218.40 -~ *Includes taxes, fees, and/for surcharges
airline
o o Flight Departure Arrival Details
ticket is United Airlines 9:45 AM 11:58 &M Stops: 0
- Flight: 1210 Monday, May 02 Menday, May 02 Cabin: Coach/Economy
issued. Boging 737-300 Dallas, TX Chicagn, IL Class of Service: S — = =
orir oRD Duration: 0265 1amin Your airline reservation will not
Seat: 12-F Hileage: 501 . .
Heal: st be issued if the Purchase Later
Wiew Rules Cancel This Flight Change This Flight | bUtton IS CI ICked- AI rfares are
subject to change until ticketed.
Monday, August 08 ﬁ ] 9
USD 38.00  Total Rate USD 121.01 * Additional taxes, fees, surcharges and/or rate changes may apply |  Thank You!
Car Pick-Up Drop-Off Details
NATIONAL 12:00 PM 01:00 PM UISD:35.00 per Day Unilimited Rate
Car Type: Intsrmediats  Monday, August 06 Wiednesday, August 10 susrantesd
Atlanta Hartsfisld Jackson International Airport, GA {USA]  Atlanta Hartsfisld Jacksen Intermationsl Airport, G (USA]  Total Rate: USD 121,01
Phones: 404-530-2800, 500-326-4300 Phones: 404-530-2500, B00-326-4300 Drop Off Fee: 0.00
Hours: KON DBALG 12014-1153F Hours: WED 10ALG 12014-11599 Mileage: Linfimited
Confirmation Humber:
I27562616COUNT
Wiew Rules Cancel This Car Change Dates/Time ‘

View Seat Maps—and change the

Monday, August 08 s seat if you wish. Simply click on the

UsD 124.00 ~ * Additional taxes, fees, surcharges andfor rate changes .

Hotel Check-In Date Check-Out Date Details seat number and a seat map wi Il
DOUBLETREE CLUB ATLANTA AIRPOR  Monday, sugust 08 Wednasday, August 10 Rate: LISD 124.00 H

e e e s appear. Click on the seat you now
3400 MORMAN BERRY DRIVE Confirmation Humber: 87363652

ATLANTA Gi 30344 Cancellation Policy: 4 CANCEL want to Conf| rm.
Phone: 404 763 1600 . ;‘ E
Fax: 404 765 0200 1 wing
Wiew Rules Cancel This | Change Hotel i E3 rrave Sl

|
|
N |

Wednesday, August 10

Flight Departure Arrival
Detta 1:49 PH

Prafarced Fraquont Fiyar
Details
Stops: 01

Available Handicapped Ses

Flight: 4535 Widnesday, August 10 Cabin: Coach /Economy
Operated by ATLANTIC SOUTHEAST  Atlanit, GA Class of Service: L = B
AIRLINES ATL Duration: 02hrs J6min i =)
Canadair et Seat: 14-B Hileage: 508
. .
Meal: Hone
. .
View Rules Cancel This Flight Change This . .
. . .
Cancel Entire Trip Purchase Later
L] L]
D Lavators
L] L]
& canoy

Congratulations, you have completed the reservation on Trip Manager. Changes to car rental or
hotels can be made anytime on Trip Manager. Changes to the air portion of the reservation should be
made by contacting Lisa Gelhaar at lgelhaar@citravel.com or ext. 7269.
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